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§1230.26

and undamaged during the process of
making a duplicating master.

(b) Agencies retaining the original
record in accordance with an approved
records disposition schedule may apply
agency standards for the wuse of
microform records.

[55 FR 27438, July 2, 1990, as amended at 58
FR 49196, Sept. 22, 1993]

§1230.26 Disposition of microform

records.

The disposition of microform records
shall be carried out in the same man-
ner prescribed for other types of
records in part 1228 of this chapter with
the following additional requirements:

(a) The silver gelatin original (or du-
plicate silver gelatin microform cre-
ated in accordance with §1230.14) plus
one microform copy of each permanent
record microfilmed by an agency, must
be transferred to an approved agency
records center, the National Archives
of the United States, or to a Federal
records center, at the time that the
records are to be transferred in accord-
ance with the approved records disposi-
tion schedule, SF 258, or other author-
ization for transfer. Non-silver copies
must be packaged separately from the
silver gelatin original or silver dupli-
cate microform copy and labeled clear-
ly as non-silver copies.

(b) The microforms shall be accom-
panied by:

(1) Information identifying the agen-
cy and organization; the title of the
records; the number or identifier for
each unit of film; the security classi-
fication, if any; the inclusive dates,
names, or other data identifying the
records to be included on a unit of film;

(2) Any finding aids relevant to the
microform that are not contained in
the microform; and

(3) The inspection log forms and in-
spection reports required by §1230.22(a)
(5) and (6).

(c) The information required in this
paragraph (b) shall be attached to the
SF 135 when records are being trans-
ferred to a Federal records center and
to the SF 258 when records are being
transferred to the legal custody of the
National Archives.

[55 FR 27438, July 2, 1990, as amended at 58
FR 49196, Sept. 22, 1993]
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Subpart E—Centralized
Micrographic Services

8§1230.50 Services available.

NARA provides reimbursable micro-
filming services at many of its Federal
records centers, including the prepara-
tion, indexing, and filming of records,
inspection of film, and labeling of film
containers. Agencies desiring micro-
filming services should contact the Of-
fice of Regional Records Services (NR),
8601 Adelphi Rd., College Park, MD
20740-6001, or the director of the Fed-
eral records center serving the agen-
cy’s records (see §1228.150 of this chap-
ter).

[50 FR 26935, June 28, 1985. Redesignated at 55
FR 27435, July 2, 1990, as amended at 63 FR
35830, July 1, 1998]

§1230.52 Fees for services.

The fees for microfilming services
will be announced in NARA bulletins.
For microfilming services not listed,
contact the office shown in §1230.50.

[50 FR 26935, June 28, 1985. Redesignated at 55
FR 27435, July 2, 1990]
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Subpart A—General

§1232.1 Applicability and scope.

This part prescribes policies and pro-
cedures for managing audiovisual
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records to ensure adequate and proper
documentation and authorized, timely,
and appropriate disposition.

§1232.2 Obijectives.

The objectives of audiovisual records
management are to achieve the effec-
tive creation, maintenance, use, and
disposition of audiovisual and related
records by establishing standards for
maintenance and disposition, physical
security, and preservation and by re-
viewing recordkeeping practices on a
continuing basis to improve proce-
dures.

§1232.10 Definitions.

For the purposes of this part, the fol-
lowing definitions shall apply (see also
§1220.14 of this chapter for other defini-
tions).

Audiovisual. Any pictorial or aural
means of communicating information.

Audiovisual equipment. Equipment
used for recording, producing, dupli-
cating, processing, broadcasting, dis-
tributing, storing or exhibiting audio-
visual materials or for providing any
audiovisual services.

Audiovisual production. An organized
and unified presentation, developed ac-
cording to a plan or script, containing
visual imagery, sound, or both, and
used to convey information. An audio-
visual production generally is a self-
contained presentation. Audiovisual
productions may include motion media
with synchronous sound such as mo-
tion picture film, videotape or other
video formats, audio recordings, and
other media such as synchronized
audio and visual presentations such as
multimedia productions.

Audiovisual records. Records in pic-
torial or aural form that include still
and motion media, sound recordings,
graphic works, mixed media, and re-
lated finding aids and production files.

Subpart B—Audiovisual Records
Management

§1232.20 Agency program responsibil-
ities.

Each Federal agency, in providing for
effective controls over the creation of
records, shall establish an appropriate
program for the management of audio-
visual records. This program shall be

§1232.20

governed by the following
ments:

(a) Prescribe the types of records to
be created and maintained so that
audiovisual activities and their prod-
ucts are properly documented. (Regula-
tions on the appropriate types of per-
manent audiovisual records are located
in §1228.184 of this chapter.)

(b) Ensure that adequate training is
provided to:

(1) Agency personnel responsible for
the disposition of audiovisual records;

(2) Contractor personnel who have
temporary custody of audiovisual
records; and,

(3) All users who create, handle, or
maintain audiovisual records or oper-
ate equipment for their use.

(c) Ensure that contract provisions
protect the Government’s legal title
and control over audiovisual records
and related documentation produced or
maintained by contract. Ensure that
contract provisions identify as
deliverables any working papers/files
that are needed for adequate and prop-
er documentation. Include a provision
that permits the Government to in-
spect contractor facilities used for the
storage and handling of permanent or
unscheduled audiovisual records. Agen-
cies shall inspect such facilities at
least once each year.

(d) Keep inventories indicating the
location of all generations of audio-
visual records, whether in agency stor-
age or in another facility such as a lab-
oratory or library distribution center.

(e) Schedule disposition of all audio-
visual records as soon as practicable
after creation. General Records Sched-
ule 21 provides mandatory disposal au-
thorization for temporary audiovisual
records common to most Federal of-
fices. Agencies must submit an SF 115,
Request for Records Disposition Au-
thority, to NARA to obtain authoriza-
tion for the disposition of all other
audiovisual records. The schedules cov-
ering permanent records must specify
the different record elements identified
in §1228.184, and must always include
related finding aids.

(f) Periodically review agency audio-
visual recordkeeping practices for con-
formance with requirements and take
necessary corrective action.

require-
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§1232.22 Nitrocellulose film.

Nitrocellulose-base film once used in
the manufacture of sheet film and mo-
tion pictures may be occasionally
found in records storage areas. The ni-
trocellulose base, a substance akin to
gun cotton, is chemically unstable and
highly inflammable.

(a) Agencies must remove nitrocellu-
lose film materials from records stor-
age areas.

(b) Agencies must immediately no-
tify NARA about the existence of ni-
trocellulose film materials because of
their age and instability. NARA will
determine if they may be destroyed or
destroyed after a copy is made for
transfer, as appropriate.

(c) If NARA appraises nitrate film
materials as disposable, but the agency
wishes to retain them, agencies must
follow the guidance in NFPA 40-1994,
Standard for the Storage and Handling
of Cellulose Nitrate Motion Picture
Film, which is incorporated by ref-
erence. NFPA 40-1994 is available from
the National Fire Protection Associa-
tion, Batterymarch Park, Quincy, MA
02269. This standard is also available
for inspection at the Office of the Fed-
eral Register, 800 North Capitol Street,
NW., suite 700, Washington, D.C. This
incorporation by reference was ap-
proved by the Director of the Federal
Register in accordance with 5 U.S.C.
552(a) and 1 CFR part 51. These mate-
rials are incorporated by reference as
they exist on the date of approval and
a notice of any change in these mate-
rials will be published in the FEDERAL
REGISTER.

(d) The packing and shipping of ni-
trate film are governed by the fol-
lowing Department of Transportation
regulations: 49 CFR 172.101, Hazardous
materials table; 172.504, Transpor-
tation; 173.24, Standard requirements
for all packages; and 173.177, Motion
picture film and X- ray film—nitro-
cellulose base.

§1232.24 Unstable
film.

Cellulose-acetate film, also known as
safety film, is nonflammable and does
not represent the same degree of haz-
ard as nitrate film materials. Nonethe-
less, cellulose-acetate film also dete-
riorates over time. Temperature, hu-

cellulose-acetate

36 CFR Ch. XII (7-1-99 Edition)

midity, harmful storage enclosures,
and gaseous products influence the rate
of deterioration. Agencies shall inspect
cellulose-acetate film periodically for
an acetic odor, wrinkling, or the pres-
ence of crystalline deposits on the edge
or surface of the film that indicate de-
terioration. Agencies shall notify
NARA within 30 days after inspection
about deteriorating permanent or un-
scheduled audiovisual records com-
posed of cellulose acetate so that they
can be copied.

§1232.26 Storage conditions.

Agencies must:

(a) Provide audiovisual records stor-
age facilities that are secure from un-
authorized access and make them safe
from fire, water, flood, chemical or gas
damage and from other harmful condi-
tions. See NFPA 232A-1995, Guide for
Fire Protection for Archives and
Records Centers issued by the National
Fire Protection Association, which is
incorporated by reference. The stand-
ard is available from the National Fire
Protection Association, Batterymarch
Park, Quincy, MA 02269. This standard
is also available for inspection at the
Office of the Federal Register, 800
North Capitol Street, NW., suite 700,
Washington, D.C. This incorporation
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1CFR
part 51. These materials are incor-
porated by reference as they exist on
the date of approval and a notice of
any change in these materials will be
published in the FEDERAL REGISTER.

(b) Maintain good ambient storage
conditions for permanent or unsched-
uled audiovisual records. Generally,
the temperature should not exceed 70
degrees Fahrenheit and relative humid-
ity should be maintained between 30-
40% and not exceed 50%. Avoid fluc-
tuating temperatures and humidity.
Cooler temperatures and lower relative
humidity are recommended for the
storage of all film, to prolong the use-
ful life of the film base and image. Cold
temperatures combined with 30-35%
relative humidity are especially rec-
ommended to retard the fading of color
film. Optimal environmental condi-
tions are stated in ANSI/NAPM 1T9.11-
1993, Imaging Media— Processed Safety
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Photographic Films—Storage. If pos-
sible store all permanently scheduled
records in these conditions, and sched-
ule them to be transferred to the Na-
tional Archives as soon as possible.

(c) For the storage of permanent or
unscheduled records, use audiovisual
storage containers or enclosures made
of noncorroding metal, inert plastics,
paper products and other safe mate-
rials recommended and specified in
ANSI standards: ANSI/NAPM 1T9.11-
1993, Imaging Media—Processed Safety
Photographic  Films—Storage; and
ANSI 1T9.2-1991, Imaging Media—Pho-
tographic Processed Films, Plates, and
Papers—Filing Enclosures and Storage
Containers. These standards, which are
incorporated by reference, are avail-
able from the American National
Standards Institute (ANSI), Inc., 11
West 42nd Street, New York, NY 10036.
These standards are also available for
inspection at the Office of the Federal
Register, 800 North Capitol Street,
NW., suite 700, Washington, D.C. This
incorporation by reference was ap-
proved by the Director of the Federal
Register in accordance with 5 U.S.C.
552(a) and 1 CFR part 51. These mate-
rials are incorporated by reference as
they exist on the date of approval and
a notice of any change in these mate-
rials will be published in the FEDERAL
REGISTER.

(d) Store originals and use copies
(e.g., negatives and prints) separately,
whenever practicable.

(e) Store series of permanent and un-
scheduled x-ray films in accordance
with this section, and store series of
temporary x-ray films under conditions
that will ensure their preservation for
their full retention period, in accord-
ance with ANSI/NAPM 1T9.11-1993, Im-
aging Media—Processed Safety Photo-
graphic Films—Storage. This require-
ment does not apply to x-rays that are
interspersed among paper records, as in
case files.

§1232.28 Maintenance and operations.

Agencies must:

(a) Handle audiovisual records in ac-
cordance with commonly accepted in-
dustry practices because of their ex-
treme vulnerability to damage. For
further information, consult the Amer-
ican National Standards Institute

§1232.30

(ANSI), Inc., 11 West 42nd Street, New
York, NY 10036; and the Society of Mo-
tion Picture and Television Engineers,
595 West Hartsdale Avenue, White
Plains, NY 10607.

(b) Use only personnel trained to per-
form their audiovisual duties and re-
sponsibilities and ensure that equip-
ment intended for projection or play-
back is in good working order.

(c) Loan permanent or unscheduled
audiovisual records to non-Federal re-
cipients only in conformance with the
provisions of part 1228 subpart E of this
chapter. Such records may be loaned to
other Federal agencies only if a record
copy is maintained in the agency’s cus-
tody.

(d) Take all steps necessary to pre-
vent accidental or deliberate alteration
or erasure of audiovisual records.

(e) Ensure that no information re-
corded on permanent or unscheduled
magnetic sound or video media is
erased.

(f) If different versions of audiovisual
productions (e.g., short and long
versions or foreign-language versions)
are prepared, keep an unaltered copy of
each version for record purposes.

(9) Maintain the association between
audiovisual records and the finding
aids for them, such as captions and
published and unpublished catalogs,
and production files and similar docu-
mentation created in the course of
audiovisual production.

(h) Maintain disposable audiovisual
records separate from permanent ones
in accordance with General Records
Schedule 21 and a records schedule ap-
proved by NARA for the agency’s other
audiovisual records.

§1232.30 Choosing formats.

Agencies must:

(a) When ordering photographic ma-
terials for permanent or unscheduled
records, ensure that still picture nega-
tives and motion picture preprints
(negatives, masters, etc.) are composed
of polyester bases and are processed in
accordance with industry standards as
specified in ANSI/ISO 543-1990 (ANSI
1T79.6-1991) Photography—Photographic
Films—Specifications for Safety Film;
and, ANSI/NAPM 1T9.1-1992 Imaging
Media (Film)—Silver-Gelatin Type—
Specifications for Stability, which are
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incorporated by reference. (Currently,
not all motion picture stocks are avail-
able on a polyester base.) It is particu-
larly important to ensure that residual
sodium thiosulfate (hypo) on newly
processed black-and-white photo-
graphic film does not exceed .014 grams
per square meter. Require laboratories
to process film in accordance with this
standard. Excessive hypo will shorten
the longevity of film and accelerate
color fading. Process color film in ac-
cordance with the manufacturer’s rec-
ommendations. If using reversal type
processing, request full photographic
reversal; i.e., develop, bleach, expose,
develop, fix, and wash. The standards
cited in this paragraph are available
from the American National Standards
Institute (ANSI), Inc., 11 West 42nd
Street, New York, NY 10036. These
standards are also available for inspec-
tion at the Office of the Federal Reg-
ister, 800 North Capitol Street, NW.,
suite 700, Washington, D.C. This incor-
poration by reference was approved by
the Director of the Federal Register in
accordance with 5 U.S.C. 552(a) and 1
CFR part 51. These materials are incor-
porated by reference as they exist on
the date of approval and a notice of
any change in these materials be pub-
lished in the FEDERAL REGISTER.

(b) Refrain from using motion pic-
tures in a final “A & B’ format (two
precisely matched reels designed to be
printed together) for the reproduction
of excerpts or stock footage.

(c) Use only industrial or professional
recording equipment and videotape,
previously unrecorded, for original cop-
ies of permanent or unscheduled re-
cordings. Limit the use of consumer
formats to distribution or reference
copies or to subjects scheduled for dis-
posal. Video cassettes in the VHS for-
mat are unsuitable for use as originals
of permanent or unscheduled records
due to their inability to be copied with-
out significant loss in image quality.

(d) Record permanent or unscheduled
audio recordings on Y%-inch open-reel
tapes at 3 3 or 7 Y% inches per second,
full track, using professional unre-
corded polyester splice-free tape stock.
Audio cassettes, including mini-cas-
settes, are not sufficiently durable for
use as originals in permanent records
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or unscheduled records although they
may be used as reference copies.

§1232.32 Disposition.

The disposition of audiovisual
records shall be carried out in the same
manner as that prescribed for other
types of records in part 1228 of this
chapter. For further instructions on
the transfer of permanent audiovisual
records to the National Archives see
§1228.184 of this chapter, Audiovisual
Records.

PART 1234—ELECTRONIC RECORDS
MANAGEMENT

Subpart A—General

Sec.
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1234.2 Definitions.
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Use, Preservation, and Disposition of
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1234.20 Creation and use of data files.

1234.22 Creation and use of text documents.

1234.24 Standards for managing electronic
mail records.
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1234.28 Security of electronic records.
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tronic records.
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AUTHORITY: 44 U.S.C. 2904, 3101, 3102, and
3105.

SOURCE: 55 FR 19218, May 8, 1990, unless
otherwise noted.

Subpart A—General

§1234.1 Scope of part.

This part establishes the basic re-
quirements related to the creation,
maintenance, use, and disposition of
electronic records. Electronic records
include numeric, graphic, and text in-
formation, which may be recorded on
any medium capable of being read by a
computer and which satisfies the defi-
nition of a record. This includes, but is
not limited to, magnetic media, such
as tapes and disks, and optical disks.
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